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: : FICE OF THE SE
ﬁ, 27/ APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE0F THe stenerany os state |

RECORDS MANAGEMENT DIVISION

lNSTRUCT ICNS: Ses Pubiecauon No. 76—BM=1 for instructions on completing this form. Forward signed originai to
Departmant of Archives and History, Reccrds Management Division, 330 Capitol Avenue. Atlanta, Georgia. 30334,
Attsntion: Scheduling Section.

__FOR AGENCY USE 1. Agency Addrass ' FOR RECORDS MANAGEMENT USE
Appiication Dete Departmernt of Offender Rehablllt:atlon Application Numbsr - '
) 800 Peachtree Street, NE ) 8 2_ - '7@

e —— Atlanta, GA 30365 DomFoceed Do Comaieeed
| | APR 181982 )\ APR 2 3 1982
2. Persca to Contact o - Working Title . Telephone Number
' Sam Cook S Supervisor, Receptlon and Releage : 894-5570

3. Amn Requested
a. xRk Estabusn Retention Schedu#a. record will continue to 2ccumulate.
t'- O Disposa of present accumuiation; no further accumulation anticipated.

¢. O Amend Apptica non No. . Chack One: {3 Chance: ] Supercede; O Void

4. Dates of Seriss [S. Records Saries Title (followed by title used in office: i# df"fe'e"!}
Earliest . Latest
1977 l Present Superlor Court Returned Case Files
6. Division and Office Function What is the function of the Division and the Office in which this recard series is created? 7
Reception, Release This section receives all sentences from 159 counties and processes

and Compacts the sentences . - Also, this section brings the individual from the
county jail into state éustody. When the inmate is to be released,
this section administratively prov1des for the release of the indl—

vidual.

7. Record Series Description This file contains the following documants (mclude form pumbers and titles, if any):
Artach samples of tha file.

Documants relating to: The returning of sentences to the Superior Courts on individuals sentenced
- by the court that for certain reasons do not enter the correctional system.

Induded are: Assignment/transfer orders, comilutatlon sheets, earned time action sheets, and
. o related correspondence.

NOTE: Information is recorded permanently in the Inmate Data Bank.

L

Fila is arranged: Alphabetically byrsur.namer.

8. Monthly Reference Rate How often are records referred to which are:
; Saven to twslve months oid

.

Ona to six months oid ; Thirtesn to twenty-four monthsold e _.;

twernity-five months and oider

9. Annusl Rate of Accumulation of Aecords \
Lettor-size drawers : Legat-size drawers

: Other (spacify)

; Shelves

AR_BA__ 3., &a.  “a




L . ”

ves | NO | 10. Questionnsire  {Piaca an X" in the oroper column} h
a. ls this the official copy of the series? )
X If not_whare jgir?  but information is recorded in Inmate Data Bank
X b. Does the ssries contain confidentlal information requiring security handling?  If yes, cite law or reguiation, s
X ¢, s this a vital record? .
X 4. Does this serias have histcrical or fong term ressarch vatue?
. When cna or two documents in the file maks it necessary to keep tbo entire fila for a long period, could thesa
X documenis be scheguled separgteiv?
X f ls:he -nfcrma"on coniained in this serisy evar Dubhsﬂg_d,?__l__yn_anm cOoy,
g. Isthe information contained in this series evar analyzed and/or recorded in a summarized report?
X If vas attach cooY.
h. is thare 3 duplication of this series in your office, or in another office or agency?
X If yas, whera? :
- 1 X i I shisg sarias for 3 maror portion of (el recularly microfiimed?
X L__Dces the record series result in 3 comoutsr printout?
11. RAstantion Requirements The foilowing requires the series to be kept:
i Sui: Law - years. d. Audit period . years.
b. Statutz of limitation years. e. Administrative need 2 — Years,
¢ Fedarai law vears. {. Federal retsntion insguctions years,
Attach copy or excert of laws or regulations. Explain administrative nesd.
12. Approved Disposition Instructions This agancy recommends that ‘lhl file series be cut of! at the end of each:
) XEK Calendar Year; O Fiscal Yesr: O Othar then,
xE Hold in the current files ares month{s} 2 vcar(sl; then
O Trans’er to local holding area; haid .. year{s); then *
O Transfer to State Records Center; hoid year(s); then
XE¥ Destroy. )
O Transfer 10 Stats Archives for permanant retention.
0O Othwer (Specity)
Thess inszructions apply to afl prior and futurs accumulations of the series.
Date Records Manzgement Officer  [Signature) Date

Mexg/Dezigriss  (Signaturel

1

Stats Records Commijes [Signaturs)

410> (MZ&/A) WyZ7Z

AR~50—71; Rev. 76

Recommendations in para- df 13 i

graph 12 are approved. State Audjtor/Designes Y" ‘I.g,iv

{if disapproved, attach letter

of explanstion.} . Secrs fate/Designen W W 6‘ ~] ? ‘%'2..
Attorney Gererai/Designas ; , %
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